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Inspection Procedure – CTE 

 

Standard Operating Procedure 
Name of Service : Detailed Inspection Procedure – Consent to Establish 

 

Step Detailed Process 

Application  

Submission by  

Applicant   

Applicant  has  to  login  in  https://investuttarakhand.uk.gov.in,  the  Single  
Window Clearance System (SWCS) and apply for Building Plan Approval /  
Consent to Establish (BPA/CTE) The applicant then has to complete the  
applications,  upload  required  documents,  drawing  and  complete  the  
necessary payments. The application, once submitted through SWCS gets  
randomly allocated to Junior  Engineer (Junior Engineer) of respective  
location. 

Junior Engineer Login 

Page   

The  Junior  Engineer  now  has  to  visit  SIDA  portal  www.sidauk.in  wherein 
he/she logs into the SIDA Portal through the user credentials to  access online 
workspace. 

Junior Engineer 
Console   

The inspection procedure for BPA/CTE is as per the following: 

1. Junior Engineer has to open respective proposal. 
2. Then he/she will receive and verify the document(s) which are attached by 

applicant. 
3. Once document verification has been completed then Junior  Engineer will 

run online scrutiny on submitted map (.dwg file). 
4. The drawing scrutiny report gets generated which the Junior Engineer has 

to check for inconsistencies. 
5. The Junior Engineer can revert the application to the applicant in case there 

are any issues with either the application form,  documents submitted 
and/or the drawing scrutiny report. 

6. Once the application is checked for completeness, the Junior  Engineer has 
to plan a Joint Site Inspection for site inspections where he can select the 
external department(s) for joint  inspection, based on requirements. 

7. After Joint Site Inspection has been done, the Junior Engineer  has to 
mandatorily upload Joint Site Inspection Report within 48 hours. 

8. Junior Engineer will attach the site photograph(s). 
9. Junior Engineer has to add the required CTE condition(s). 
10. If all documents, scrutiny, and Joint Site Inspection Report are checked as 

OK, then Junior Engineer will send the proposal to  Assistant Architect. 

Asst. Architect console   

1. Asst. Architect log-in to his/her console and open the proposal.   
2. He/she can view all the attached document(s), scrutiny & site visit report. 
3. If any objection is found, then the application can be sent back, which in 

turn, reverted to the applicant. 
4. If everything is found OK, then the application is forward to Architect 

Planner for further actions. 

https://investuttarakhand.uk.gov.in/
http://www.sidauk.in/
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Step Detailed Process 

Architect Planner 
Console   

1. Asst. Architect log-in to his/her console and open the proposal. 
2. He/she can view all the attached document(s), scrutiny & site visit report. 
3. If any objection is found, then the application can be sent back, which in 

turn, reverted to the applicant. 
4. If everything is found OK, the application is recommended for approval 

after the drawing pdf is signed digitally by Architect Planner. 
5. Application is forwarded to the Chief Executive Officer, for final approval. 

Chief Executive Officer  
Console   

1. Based on the recommendations, the Chief Executive Officer approves the 
application (or rejects, in case of any issue) 

2. The drawing map is digitally signed by the Chief Executive Officer along 
with the Map Approval Certificate.   

Applicant Console on 
Single  Window Portal   

1. The applicant at any point of time can check the status of the  application 
on the Single Window Portal. 

2. The approval/rejection/objection certificates are also available for 
view/download by the applicant on the Single Window  Portal. 

3. The Status can also be tracked by using the unique reference number. 
4. The applicant is apprised of the status of the applicant at each event 

(submission, query, forwarding, objection and final approval/rejection) 
with an SMS/Email Notification on the registered mobile number and email 
address. 
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Inspection Procedure – CTO 
 

Standard Operating Procedure 

Name of Service : Detailed Inspection Procedure –  Completion Cum Occupancy Certificate 

 

Step Detailed Process 

Plinth Level  

Inspection 

Once  the  Plinth  Level  of  the  approved  map/building  is  completed,  the  
applicant has to intimate the authority regarding the plinth level completion.  
Based on the risk classification of the building, the next step ensues. 

For Low & Medium-Risk Buildings 

1. No inspection is required for 

Low & Medium Risk Buildings. 

2. The applicant has to provide  

the Self Certification for the 

Plinth Level Completion. 

3. The Self Certification Certificate 

is then verified by the Junior 

Engineer and approved/rejected. 

4. A system generated certificate is 

issued for approval/rejection. 

For High-Risk Buildings 

1. On  the  intimation  for  plinth  level 
completion  for  high-risk  buildings,  the 
intimation is forwarded to the  Junior 
Engineer. 

2. The Junior Engineer has to schedule a 
Site Inspection for the same. 

3. After  the  inspection  is  completed, the 
Junior Engineer has to upload  the  
Inspection  Report  mandatorily  within 
48 hours. 

4. On successful scrutiny of the  
application and the site, the Plinth  
Level Inspection is approved. 

5. A system generated certificate is issued 
for approval / rejection. 

Intermediate Level  
Inspection 

Once  the Building Construction is  completed at a  height of 15 meters, the  
applicant  has  to  intimate  the  authority  regarding  the  intermediate  level  
completion. Based on the risk classification of the building, the next step ensues. 

For Low-Risk Buildings    

No inspection is required for Low-

Risk  Buildings. 

For Medium-Risk & High-Risk 

Buildings   

1. On the completion of 15 meters 
height of the building, the applicant 
has to intimate the authority 
regarding the same. 

2. The applicant then has to select the 
Empaneled Third-Party Structural  
Engineer from the list and send a 
request for Third Party Certification. 

3. Then  intimation  will  be  sent  to 
selected empaneled structural 
engineer through SMS and email for 
site visit. 
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Step Detailed Process 

4. The applicant then uploads the Third-
Party Certificate for the same on the 
system. 

5. The Third-Party Certificate then needs 
to be verified and approved by the 
Junior Engineer. 

6. On successful scrutiny of the 
application, the Intermediate Level 
Inspection is approved. 

7. A system generated certificate is  
issued for approval/rejection. 

Completion  

Certificate   

Once the building construction has been completed as per the approved map 
then the applicant has to submit a completion certificate, irrespective of the  
risk classification of the building. The steps for the same are as following: 
1. The applicant has to select the Third-Party Architect from the list and send a 

request for Completion Certification. 
2. Then intimation will be sent to selected Third-Party Architect through SMS and 

email for site visit. 
3. The applicant then uploads the Completion Certificate for the same on the 

system. 

Application  

Submission by  

Applicant   

Applicant has to login in https://investuttarakhand.uk.gov.in, the Single  Window 
Clearance System (SWCS) and apply for Completion cum Occupancy Certificate. 
The applicant then must complete the application, upload required documents, 
drawings and complete the necessary payments. The application, once submitted 
through SWCS gets randomly allicated to Junior Engineer of respective location. 

Junior Engineer 

Login  Page   

The Junior Engineer now has to visit SIDA portal www.sidauk.in wherein he/she 
logs into the SIDA Portal through the user credentials to access his online  
workspace. 

Junior Engineer  

Console   

The inspection procedure for Completion cum Occupancy Certificate is as per the 
following: 
1. Junior Engineer has to open respective proposal. 
2. Then he/she will receive and verify the document(s) which are attached by 

applicant. 
3. Once document verification has been completed, then Junior Engineer will run 

online scrutiny on submitted map (.dwg file). 
4. The drawing scrutiny report gets generated which the Junior Engineer has to 

check for inconsistencies. 
5. The Junior Engineer can revert the application to the applicant in case there 

are any issues with either the application form, documents submitted and/or 
the drawing scrutiny report. 

6. Once the application is checked for completeness, the Junior Engineer has to 
plan a Site Inspection/Joint Site Inspection (based on risk classification). 

https://investuttarakhand.uk.gov./
http://www.sidauk.in/
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Step Detailed Process 

For Low-Risk Building: 

The Junior Engineer has to 

intimate the applicant for 

Site Inspection. 

For Medium-Risk  

Building: 

The Junior  Engineer 

has to plan a  Joint Site 

Inspection where he 

can select the external 

department(s) for joint 

inspection, based on 

requirements. 

For High-Risk 

Building: 

The Junior Engineer 

has to plan a Joint Site 

Inspection for site 

inspections where he 

can select the external 

department(s) along 

with empaneled  

structural engineer for 

joint inspection, based 

on requirements. 

1. After Site Inspection / Joint  Site Inspection has been done, the Junior  Engineer 
has to mandatorily upload Joint Site Inspection Report within 48 hours. 

2. Junior Engineer will attach the site photograph(s). 
3. If all documents, scrutiny, and Joint Site Inspection Report are checked  as ok 

then Junior Engineer will send the proposal to Assistant Architect. 

Asst. Architect  

console   

1. Asst. Architect will open the proposal. 
2. He/she can view all the attached document(s), scrutiny & site visit report. 
3. If any objection is found, then the applicant can be sent back, which in turn is 

reverted to the applicant. 
4. If everything is found ok, then the application is forward to  Architect Planner 

for further actions. 

Architect Planner  

Console   

1. Architect Planner will open the proposal. 
2. He/she can view all the attached document(s), scrutiny & site visit report. 
3. If any objection is found, then the applicant can be sent back, which in turn is 

reverted to the applicant. 
4. If everything is found ok, the application is recommended for approval after 

the drawing pdf is signed digitally by  Architect Planner. 
5. Application is forwarded to the Chief Executive Officer, for final  approval. 

Chief Executive  

Officer Console   

1. Based on the recommendations, the Chief Executive Officer approves the 
application (or rejects, in case of any issue). 

2. The drawing map is digitally signed by the Chief Executive Officer along with 
the Completion Cum Occupancy Certificate. 

Applicant Console 

on  Single Window 

Portal 

1. The applicant at any point of time can check the status of the application on 
the Single Window Portal. 

2. The approval/rejection/objection certificates are also available for 
view/download by the applicant on the Single Window Portal. 

3. The Status can also be tracked by using the unique reference number. 
4. The applicant is apprised of the status of the applicant at each event 

(submission, query, forwarding, objection and final approval/rejection) with an 
SMS / Email Notification on the registered mobile number and email address. 
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